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Promising  Practices  for  Transcribing 
Early  Literacy  Textbooks  and  Materials 

This  is  a  DRAFT  document  developed  with  members  of  the  BANA 
Early  Materials  Production  Committee  and  an  APH  focus  group, 
assigned  the  task  of  writing  guidelines  to  transcribe  early  literacy 
textbooks.  Focus  group  participants  were  transcribers,  teachers  of 
the  visually  impaired,  reading  specialists,  and  literacy  experts.  These 
practices  will  serve  as  a  testing  ground  for  the  proposed  BANA 
Guidelines  for  Transcription  of  Early  Literacy  Materials. 

Each  transcriber  connected  with  an  agency  should  check  with  their 
agency  to  ascertain  permission  to  apply  these  practices.  We  would 
encourage  agencies  to  approve  the  use  of  these  practices  to  enable 
a  broader  testing  field. 

For  up  to  date  revisions  of  these  practices  visit  the  ATIC  web  page  by 
going  to  www.aph.org.  Click  the  ATIC  banner  and  you  will  find  the 
title  Promising  Practices  for  Transcribing  Early  Literacy  Textbooks. 

Questions  or  suggestions  should  be  submitted  to  Jane  Thompson  at 
atic@aph.org  and/or  Susan  Christensen  at  chrn3292@aol.com. 
Please  type  Early  Literacy  in  subject  line. 
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Promising  Practices 

The  following  must  appear  on  the  Transcriber's  Note  Page  in  each 
braille  volume: 

This  volume  has  been  transcribed  according  to  the  provisional 
guidelines  for  Transcribing  Early  Literacy  Materials  (April  2003)  set 
forth  by  the  Braille  Authority  of  North  America  (BANA)  and  the 
American  Printing  House  for  the  Blind  (APH). 


An  ink-print  copy  of  the  special  symbols  and  transcriber's  note  page 
will  be  included  with  each  volume  in  a  section  titled  Teacher 
Reference  Materials.  The  Transcriber's  Note  page  of  this  section  wil 
be  an  ink-print  copy  of  the  braille  Transcriber's  Note  page  with  the 
addition  of  all  of  the  transcriber's  notes  (tns)  found  in  that 
volume.  The  print  page  number  on  which  a  tn  appears  will  be  listed 
followed  by  the  actual  tn  (see  sample  on  the  next  page). 
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Promising  Practices 

The  accompanying  print  examples  are  referred  to  within  the  text. 

Physical  Page  Attributes: 
Size 

Kindergarten  and  First  Grade:  1 1 "  x  8  V2"  or  1 1  Vi  x  9"  (40 
cells  across,  19  or  20  lines  down)  50  pieces  of 
braille  paper  (currently  all  ATIC  transcriptions  are  25 
lines  down.) 

Second  and  Third  Grades  and  all  Math:  11"  x  11  V2"  (40 

cells  across,  25  lines  down)  70  pieces  of  braille 
paper 

Embossing 

All  Grades:  Interpoint,  unless  otherwise  stated. 

Spacing 

All  Grades:  Words  should  not  be  divided. 

Kindergarten  and  First  Grade: 

-*-   Double-spaced  (results  in  10  braille  lines  per  page) 
-s-   Never  more  than  1  blank  line  between  lines  (this 

includes  headings). 
+   Single-space  for  puzzles 
-   Single-space  spatial  problems  in  math  textbooks 

Second  and  Third  Grades: 

■*■   Single-space 

Formatting: 

Follow  rules  set  forth  in  Braille  Formats:  Principles  of  Print  to 
Braille  Transcription,  unless  specified  below. 
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Promising  Practices 

Formatting  (cont.): 

There  are  to  be  no  transcriber's  notes  in  kindergarten  books 
except  the  following,  which  is  to  be  placed  at  the  left  margin. 


Activities  to  Omit : 

All  omissions  are  to  be  stated  on  an  ink-print Teacher 
Reference  Materials  (see  Sample  of  Teacher  Reference 
Materials,). 

Kindergarten-Third  Grade: 

+   Activities  requiring  visual  discrimination  (see 
Example  1) 

Handwriting  activities  (see  Example  2) 
Letter  recognition  activities 
Modifications  of  the  standard  alphabet  (no  braille 
equivalents)  (see  Example  3) 
Stories  told  exclusively  with  pictures  (see  Example 
4) 

Activities  requiring  the  drawing  of  shape 
configurations  to  identify  words  (i.e.  puzzle  shapes, 
circles,  squares,  triangles)  (see  Example  5) 
Activities  requiring  matching  pictures  to  words  or 
sentences  (see  Example  6) 
Example: 

Kindergarten  (at  left  margin): 


First  -Third  Grades  (begin  in  cell  7, 
run  overs  in  cell  5  [7/5]): 


+    Dot-to-Dot  puzzles 
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Promising  Practices 


Formatting  (cont.): 
Emphasis 

Kindergarten: 

+   Omit  all  emphasis 

-j-   Omissions  are  to  be  stated  on  the  ink-print 
Teacher  Reference  Materials  page(s). 
First  Grade: 

*   Use  only  dots  46  for  emphasis  (place  this  indicator 
on  the  special  symbols  page). 

Second-Third  Grades  (only): 

+   Dots  46  for  most  emphasis  (place  this  indicator  on 
the  special  symbols  page.) 

-   Sentences  requiring  more  than  one  distinctive 
emphasis  (italics,  bold,  underlined,  color)  should  be 
written  twice.    First  write  the  sentence,  beginning  in 
cell  1  with  runovers  in  cell  5  (1/5),  with  no  emphasis 
shown.  Then  repeat  the  sentence,  beginning  in  cell 
3  with  runovers  in  cell  7  (3/7),  showing  all  distinctive 
emphasis  as  indicated  by  Braille  Formats. 
Example: 
She  fixes  dinner. 


•  ••    •  •• 


01/04 


Promising  Practices 


Formatting  (cont.): 

Emphasis  (cont.) 


Second  and  Third  Grades  only: 

-5-   Highlighted  or  colored  words  are  to  be  indicated  by 
color  indicators  (these  indicators  are  to  be  on  the 
Special  Symbols  Page — ink-print  and  braille).  See 
Rule  3  Section  2  of  Braille  Formats. 
Example: 

Some  stories,  like  the  one  you  just  heard, 
have  only  words.  When  you  read  or  hear 
them,  you  must  create  pictures  of  the 
characters  and  places  in  your  mind. 


©•  • 

•  ■ 

••  • 


••        •     • 


•     •  •• 


Part- Word  Emphasis 

Kindergarten  and  First  Grade: 

-5-   All  emphasis  is  omitted 

-j-   A  transcriber's  note  of  explanation  is  to  be  written 

on  the  Teacher's  Reference  Page  regarding  the 

omission  of  part-word  emphasis. 
+   In  cases  where  the  student  may  be  referred  to  the 

letters  emphasized  a  transcriber's  note  should  be 

written  in  the  student  copy. 
+    Example: 

Kindergarten  (at  left  margin): 


First:  (begin  in  cell  7, 
runovers  in  cell  5  [7/5]): 
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Promising  Practices 


Formatting  (cont.): 

Part-Word  Emphasis  (cont): 

Second  and  Third  Grade: 

*   A  transcriber's  note  should  appear  within  the 
Teacher's  Reference  pages  explaining  the  format 
used. 

-5-   Prior  to  the  paragraph,  sentence  etc.  containing 
part-word  emphasis  write  a  transcriber's  note: 


••  • 
•  •• 
••  • 


■5-   Write  the  heading:  Words  with  Letters  Emphasized. 

+    List  all  of  the  words  containing  part-word  emphasis 
within  that  section  in  contracted  form,  then,  write  the 
emphasized  letters,  as  you  would  for  a 
pronunciation  table,  followed  by  the  entire  word  in 
uncontracted  braille. 
Example: 

clean 

•••  ••        ••  ••••••• 

■  •   • ■   •     ••         ■  •  ■•  •■-•■•■• 

■  •   •  ■         •  •  ■•■■■■• 

■*■   Now,  write  the  paragraph  or  sentence  omitting  all 
part-word  emphasis. 
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Promising  Practices 


Formatting  (cont.): 

Photographs  with  captions: 

Kindergarten: 

-*-   omit 

+   Place  a  note  on  the  Teacher's  Reference  Page 

stating  the  omission  of  all  pictures  and  captions. 
■*■   If  text  asks  questions  about  the  photograph  (see 

Example  7)  write  the  following  transcriber's  note: 


First-Third  Grade: 

+   Do  not  describe  the  photograph. 

-5-   If  there  is  a  caption  braille  the  caption  preceded  by 

the  word  "Caption:"  (see  last  line  of  Example  3) 
-«-   If  text  asks  questions  about  the  photograph  (see 

Example  7)  write  the  following  transcriber's  note: 

First-Third  Grades  (Begins  in  cell  7  with 
runovers  in  cell  5  [7/5]): 


••  • 

•  •• 
••  •  ■ 


'Draw"  instructions 

Kindergarten-Third  Grades: 

-   Leave  text  as  is  (see  Example  8).  Insert  the 
following  transcriber's  note. 

Kindergarten  (at  left  margin): 


First  -Third  Grades  (Begins  in  cell  7  with 
runovers  in  cell  5  [7/5]): 
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Promising  Practices 


Formatting  (cont.): 
Puzzles 

Kindergarten  and  First  Grade: 

Precede  each  puzzle  with  the  transcriber's  note--Ask.--at  the 
left  margin  (Kindergarten)  or  Ask  your  teacher  for  help-beginning  in 
cell  7  with  runovers  in  5  (First  Grade).  On  the  Teacher's  Reference 
Page  include  a  not  regarding  the  omission  or  of  format  for  each  type 
of  puzzle  in  that  volume. 

Jigsaw — list  the  words 

Crossword — omit 

Configuration  boxes — treat  as  "fill  in  the  blank".  DO 

NOT  draw  shapes  (see  Example  5). 

Word  Search — single  spacing,  no  letter  signs 

Dot-to-Dot — omit 

Puzzle  shapes  for  building  vocabulary  can  be 

handled  by  listing  the  vocabulary  words  (see 

Example  9). 


Second-Third  Grade: 

Precede  each  puzzle  with  a  transcriber's  note  explaining  the 
format  for  each  type  of  puzzle  in  that  volume. 


Jigsaw — list  the  words 

Crossword — follow  code 

Configuration  boxes — treat  as  "fill  in  the  blank". 

NOT  draw  shapes  (see  Example  5). 

Word  Search — single  spacing,  no  letter  signs 

Dot-to-Dot — omit 

Puzzle  shapes  for  building  vocabulary  can  be 

handled  by  listing  the  vocabulary  words  (see 

Example  9). 


DO 
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Formatting  (cont.): 
Footnotes 

Kindergarten-First: 

■4-   Omit.  The  Teacher's  Reference  Page  should 

contain  a  note  explaining  that  all  footnotes  are 

omitted. 
Second-Third  Grade: 

4-   Place  braille  reference  and/or  note  indicator  at  the 

point  of  reference. 
■4-   Place  braille  reference  and/or  note  indicator 

immediately  below  the  paragraph  in  which  the 

reference  occurs. 
-s-  The  braille  reference  indicator  beginning  in  cell  7 

with  runovers  in  cell  5  (7/5)  precedes  the  footnote. 

Multiple-Column  Lists  (see  Example  9): 

Kindergarten  and  First  Grade: 

-f-   No  more  than  two  columns  across 

+   A  transcriber's  note--Ask.(kindergarten)  or  Ask  your 

teacher  for  help  (First  Grade)--should  appear  in  the 

braille  copy  prior  to  the  columns. 
-  The  Teacher's  Reference  page  should  indicate  that 

the  student  may  need  help  in  tracking  the  two 

columns. 

Second  and  Third  Grades. 

■*-   Unlimited  number  of  columns. 
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Promising  Practices 


Formatting  (cont.): 

Proofreading  Marks 

Kindergarten  and  First  Grades: 

-5-   Omit. 

h-  A  transcriber's  note-Ask.  or  Ask  your  teacher  for 
help-should  appear  in  the  braille  copy. 

■*■  The  Teacher's  Reference  page  should  indicate  that 
there  are  no  braille  symbols  for  proofreading  or 
editing  marks.  The  teacher  should  give  the  student 
instructions  in  the  line-number  method  or  the 
method  she/he  prefers. 

Second  and  Third  Grades: 

-    Use  the  "line-number"  method  (see  Example  10). 

+  The  following  transcriber's  note  for  the  braille  and 
the  Teacher's  Reference  Page  is  suggested. 

There  are  no  proofreading  marks  in  braille.  Draft 
(original)  sentences  are  shown  first.  Draft  line 
numbers  are  listed  and  followed  by  the  changes  to 
be  made.  Begin  counting  the  line  numbers  after  the 
heading  "Draft"  ("Original").  Each  new  paragraph 
begins  with  line  number  one. 

Other: 

Dictionary  and  Thesaurus  format  will  allow  more  than  one  sub-entry 
level  (1/5,  3/7,  5/9)  (Currently  the  rules  state  levels  1/3  or  1/5,  3/5.) 
Additional  levels  will  enable  the  use  of  further  subentries  for  sample 
sentence  or  emphasized  items  (see  Example  1 1). 
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BANA— ATIC  Promising  Practices 


SAMPLE  PAGE 


Teacher  Reference  Materials 

Special  Symbols  Used  in  This  Volume 

Dot  4  Accent  symbol 

Dots  456,  34  Slash  between  words 

Dots  6,  3  Transcriber's  note  symbol 

Transcriber's  Note  Page 

This  volume  has  been  transcribed  according  to  the  provisional 
guidelines  for  Transcribing  Early  Literacy  Materials  (April  2003)  set 
forth  by  BANA  and  the  American  Printing  House  for  the  Blind. 

Page  2 

Ask. 

(note  to  teacher  Kindergarten  or  First  Grade  level)  The  activity 
is  omitted. 

Page  4 

Ask. 

The  writing  activity  is  omitted. 

Page  18 

Ask. 

There  are  no  proofreading  marks  in  braille.  Draft  sentences  are 
shown  first.  Draft  line  numbers  are  listed  and  followed  by  the  changes 
to  be  made.  Begin  counting  line  numbers  on  the  line  after  "Draft". 
The  correct  sentences  are  shown  last. 

Page  21 

Ask. 

The  picture  is  omitted. 


01/14/04  Draft 
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Example  1 

Sample  Visual  Discrimination  Activity 


Following  Picture  Directions 

Sometimes  words  are  not  needed  to  give 
directions.  A  picture  or  symbol  can  let  you  know 
what  to  do.  Colors  can  also  be  used.  Look  at  these 
examples.  What  does  each  picture  mean? 


A  set  of  pictures  can  show  you  how  to  do  or  make 
something.  Each  picture  shows  you  one  step. 

Try  It  Together 

Talk  about  these  picture  directions  with  your 
class.  What  do  they  show  you  how  to  make? 
What  do  you  need  to  make  it?  What  details 
do  you  notice  in  each  picture?  Work  with  a 
classmate  to  follow  the  directions. 


o 

0 

I  \ 

L             ..    —  I 

01/14/04 


Draft 


BANA— ATIC  Promising  Practices 


Example  1  (cont) 


Kindergarten 


••   -  ■  •  ■   • 


••        • 


•  ■    -  ■   •  • 


•  ■    •  ■   •  ■ 


•    •  -    •  -    •  ■ 
■■••■••■ 

■  •    •  -     -  -    •  -    •  ■ 

••  • ■         - •   - •        •••••••••          ••••••••••          •        ••• 

■  -     -         --••        •                ••••■    ■•         ■•    -•• ••■•          ••        ••• 

••    • -    • -     - •    • • 

■  ■     • -             • -     *       •• 

■  -     •-     -  ■     ••     •  -       • 

•        ••          •        ••           ••-         ■  •        •••          ••         •••         ■■■••• 

••-•-                    ••••          ••        ••                •        ••     - •   • •    -•••         -•-•■■•■ 

• 

• 
•  • 

•*•■••                   ••    • 

- •         • -   • -         ■■-•••          •     ••••••            •          •          •••••■■■• 

» -     -  -            ••••              ••-•-             ....a •  •    •  -                           ••           •  -    •      • 

• 
« 

•  -     ■          •           •      •  - 

•■•-•-             ••■••• 
■•■■•            •-•••• 
•           • 

•    •-•••■■•            •              •    •■            •••••••••         ••                     •••••• 

>••«•«                        •••           ••                    •  ■    •-     ■  ■    •  •    • •••           •••         •••• 

••••••     •-••            -•--     - •           ••--             --•-     ■-•••■••        -•-                   ••        -•••••-     -• 

• 
• 
•  • 

■•••••■•■          •       * 
••     --    • ••• 

•    ■  ■ 
t  ■     -  • 

•  -       -    •• 
•    •       -•    -  -    • -    •       -  • 

•    •  • 

First  Grade 

Transcription  would  be  the  same  EXCEPT  change  transcriber's 
note  to  the  following: 
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Draft 
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Example  1  (cont) 


Second-Third  Grades 


•  •  • ■  •• 


••  •  ••  •• 


•    •• 


•    •  ■ 


■  •   • 


•    •• 


•  ••   •• 


•   • 


«♦  ♦  • 


••  *  ••  ••-•••■  ••  • ■ 

•  ••  ••  •   ••  •  • 

O  •  ' •      •■                     •  ••  • 

••  ••  •      •           ••  ■ ■  ■ « 


■ •     ■ ■     •• 


■  •  •• 


•  •  •« 


01/14/04 


Draft 


BANA— ATIC  Promising  Practices 

Example  2 

Sample  Handwriting  Activities 


Kindergarten 

•■    -•• 

• -    -  -   ••   ■  ■    - 

■••-    ■ •   ■ -   •-   •-    - •   • •  • ■ 

First 

• -    - •  • ■         •• 

•  -  •• 

- •  •■     ••••-•-         •• 

Second-Third  Grades 


•  •        •« 


•     ••  ••  • 
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Example  3 

Sample  Modifications  of  the  Standard  Alphabet 


E 


Moses  plays  on  his  new  drum. 

He  can't  hear  the  sounds  he  is  making  because  he 
is  deaf,  but  he  feels  the  vibration  of  the  drum  through 
'his  hands,  He  has  taken  off  his  shoes  so  he  can  feel  it 
through  his  feet,  too. 


«r*\    /T 


T1 


b- 


r'jr 


16 


i 


U 


Ji 


W 


PLAY 


-3  H 


^ 


THE  DRUM 


••        • 


••        • 


••  •    •    *• 
•  ••  ■  ■ 
•    ••  • 
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BANA— ATIC  Promising  Practices 

Example  4 

Sample  Stories  Told  Exclusively  with  Pictures 

Think  and  Discuss 

What  are  the  frog  and  rabbit  like  in  this  first  set  of 
pictures?  What  are  they  like  in  the  second  set?  How  do 
the  pictures  change  your  ideas  about  the  setting  and  the 
characters  in  the  story  your  teacher  read? 


K?& 

.         AMMff  -  j*** 

>jB^-^ 

^_-    r 
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Example  4  (cont) 


Kindergarten 

•■••■■•-         ••         -      ■-••••    ■  •   ■  • 

•■■•■••-         •■              •••• 
- •  -  •  •  -   •-         ••         • •   • •   • -   •••-   •- 

•-    -•• 

•          ••   ■  •    -  ■ 

•  ••-    ■  •   ■ -   •-   •-    - •     ••- 

■  ■•-•■     •          ••            •        ••••     ••        ••        ••           - •   -  • 

■•••         - •   - •        •          ••••••        • -         •••     ••• 

••                    ••        •••          ••• 

•            •         <  •        •  ■              ■•-••• 

• 
•  • 

• •     ••  •     ■■•■••         ■•■•■•          •  •              ••••        • 

•          •  •     ••  •     ••  ••         - •  • 

•          ••        #                ••                • 

• 
• 

•       •        ••          •        ••••••••••        ••••••• 

••  •          -•        •-         ••-         ••••••           •••• 

•  •■•••                   ••        • •-•••-■■•            •• 

••  •            •  ••          •        •     •           •  • 

•••        •       •••■         ■■•          • 

#  ♦  •           •  -         ....         #• 

•         •    ••    •• 


•  -  •• 


•    ••  •• 


-  •     -  •  •  - 


First  Grade 

Transcription  would  be  the  same  EXCEPT  change  transcriber's 
note  to  the  following: 


»*         ••        • 


•     -  •     •  • 


Second-Third  Grades 


»•        •     ♦     *     •• 


-••-     ■•--••■            ••    •              •-               ••           ••            - ■     ••••••     -•              •••           •               ■••-•* 

'     '  • 

•  -  •    1 

-     •  - 

■  •  - 
•  • 

•  •  - 

•  •  •    i 

■  •  •    « 

•       •             -•■••«••••< 
•-     --            •-•-     ■-•*•■     ■••) 

»         •            -  •    •  -              •           •••••-•< 

••            • •    • •           • -            •••••< 

)•••••         •                      -    •  -     •         t 

•  ••••••                     -   -       •••••! 

••••-•••                 -•-•■■• 

•  ••                    •                •••••••• 

► ■                  ■ •                • •                 ••••-•( 

•  ••                • •  •      ••     • 

•••                ••         •                     ■      • -          • 

t      .   .       .   . 

t      ■  •     •  • 

••                •-•-                     ••                •                                          • ff                •••                 ■••-•                • 

t           m  ■            ••••••           •                •              •           •■                    ••••           •• 

■•   •■               •••           •                                •              •••••••••              ••         • 

•                     ••    ••           •              •  -            ••           •                     •      •                     •              • 

•  -     ■ •           •••••••              •••                •••       -     -  •           ••              -• 

)••               ••••              •••           •  -     ■••■•■               -•              « 

••■                       ■••• •••                           ••                       ....                      «« 

•                          ••           •           ••                     •••                           ••-••••■                     •                 ■       ••       -    - 

•         ••                ••     ••                            ■ •     •                    • 

•  •                     •   ■        •           •••                     •••                         •  -         -                 ••                    • •• 

01/14/04 
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Example  5 

Sample  Drawing  Activities 


6  Shape   Write  the  spelling  word  that 
completes  the  sentence  and  matches  the  shape. 


4.  We  had  to  wait  in  line  for  a  very 
time. 

5.  Chang  ate  a  drumstick,  and  Sam  ate  a 


First  Grade: 


••  • 


0*  • 


■  •        •  •  ■   « 
•      ••                    •• 

■  ■         ■  •  • 


••      •  •■■•-•• 

•       •*  •••■••• 

•  •    e  • ■      ■  ■     ■ •     -  • 


•  •  •  - 


•  -     •  -      ■  •     ■  •    •  ■ 


Second-Third  Grades 


••  •* 

-  •  •  ■ 


•     •   -  •   • 

•  ••  •  - 
•  ■   •  ■    ■  • 


••        •  ■ 


•  ••        •• 


•  •     ■  •   •  - 
§•   ■ •   -  •  ■ •  •• 


•  •#        •• 


•  •  -         •  • 


•   ■  ■   •  - 


01/14/04 
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BANA— ATIC  Promising  Practices 


Example  6 

Sample  Matching  Activity 

k  Read  the  words  in  each  box.    Draw  a  line 
from  the  correct  word  to  the  picture. 


jet 


jug 


rug 


ng 


bug 


bag 


^""^W^ 


mat 


mug 


nut 


not 


hit 


hut 


T7^ 

\°np/ 


hug 
hog 


cut 


cat 


01/14/04 


Draft 
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Example  6  (cont) 


Kindergarten 


•  -    •  - 


•    •    t  ♦ 

••  - •  - •   • 


•  -      •  • 

•  -  •• 

• -  • -  ••  • 

••-  ■•  -  •-  •  -  -  •  ■•• 

•  •   •  ••■•• 

-  • -  -  ••  ■ 

•  •  ••  • •  ■•  •• 

•  -  ••  -  • - 

•  •  ••  •  •  •• 

•■■-••  ••■••• 

■-••-•  

••  •      •  ••  •     •• 

■-•-••  ■■■■•• 

•  -    ■ -  • -  • ■   ••   -  ■ 

•••--«  •• 

■•■-••  • 

•  ••  • ■  •- 

••••••  ••     ■   •• 

■ ■    - •   • -  -     ••  • 

•  •     ••  •-•■•• 

■  ••   ■  • 

••  •■     •  ••  •      • 

■•--••  •■--•• 

••  • -  • -   • • 


First  Grade 

Transcription  would  be  the  same  EXCEPT  change  transcriber's 
note  to  the  following: 


••  •  ••-••■ 


01/14/04 
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Example  6  (cont) 


Second-Third  Grade 


•  ■    ■ ■   •« 


••     • 


•  •• 

- •   ■ ■   •• 

•  •• 


••   ■ ■   •• 


••        •• 


01/14/04 


Draft 


14 


.b 


BANA— ATIC  Promising  Practices 


01/14/04  Draft  15 


BANA— ATIC  Promising  Practices 

Example  7 

Sample  Pictures  to  Omit 


r^fi&Jt'+l-iU 


,«■■&>&■ 


Trying  the  Skill 

These  pictures  show  two  houses  where  Robert's 
uncle  lived.  The  top  picture  shows  the  first  house  he 
lived  in.  The  bottom  picture  shows  the  house  Robert's 
uncle  lives  in  today. 

1.  Tell  how  the  pictures  of  the  houses  are  alike. 

2.  Tell  how  they  are  different. 

3.  Think  about  the  rooms  in  your  school.  How  are 
they  alike7  How  are  they  different9 


01/14/04 


Draft 
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Example  7  (cont) 


Second-Third  Grades 


•  ■   •  ■ 

•  -   •  - 


••     •     • 


••   -  ■   •• 


•        •• 


- •   -  -   •• 


•  -     •  -     m  ■    •  ■ 


-  •    -  -     -  • 


«    ••  •• 

•  -     -  •  -• 

•a    •• 


01/14/04 
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BANA— ATIC  Promising  Practices 

Example  8 

Sample  "Draw  Instruction"  Activity 


Explore  Your  Topic 

O  Think  about  your  topic.  Picture  the  steps  in  your  mind. 

©  Draw  pictures  of  the  steps.  Write  a  few  words  about  the  pictures. 


— . 


O  Use  your  pictures  to  explain  each  step  to  a  partner  Does  your 
partner  have  any  questions? 

See  page  14  for  other  ideas  for  exploring  your  topic 


01/14/04 


Draft 
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Example  8  (cont) 


Second-Third  Grades 


•     •• 

-  •   ■  • 

••  •  ■ 


•        •• 

• 

■  •   •  •   -  - 


••-••■         ••  •« 


•  •  •  - 
••  ■  ■  •• 
•     ••  • 


-  •   •  ■   •■ 


•  •    ■  •  •  • 

•  ••  •• 


»*        •  ■    ■  • 
•  •  •  •  - 

»•        •     •• 


01/14/04 


Draft 


19 


BANA— ATIC  Promising  Practices 

Example  9 

Sample  of  Puzzle  Shapes  for  Building  Vocabulary 

Puzzle  Fun 

Find  the  shapes  with  words  that  show 
ownership.    Color  then  orange* 
Then  complele  the  sentences  below. 


01/14/04 


Draft 


20 
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Example  9  (cont) 


Second-Third  Grades 


•••••••  •»  •     •• 

.  «.    . .     •     •  •      •  •-    ■-    ■• 

•  •     ••  •••••■■■         ■  •   ■  -   ••  •- 

-  ••-••         • •        ••••••     <  •         - •         ■•••■•  •        ••   - •  •••••••     •••-- 

-•-•-•        •■  •••■••-         ••         ■••••■         ••  ■•■         •••••••• 

•••-•-••••  •  ••        ••••••••     -■  ■•••         ■•••••     -•  •■         ■ • 

•  --•••••  •-  •••••••*e  •■••••  ••••••  •• 

•  ■  -     • ■     •-     • ■     •  ■  ••    •  • ■     • •      ••     • •  <••••-  ••    • •     ••      ■  ■     •-      --  •• 

•  --      ■•--•■      - •  --•<      ■  ■ 

•  •••••  •        •        •• 

-  -••-      ■••■•■  •■     ••      ■ • 

•■••••  •••-  ■••-•-••  • »  ••••••■  ■■•  ••••       ••« 

•-■■  •     ••  ♦•    *  ••  ••  ••       •••       ••  -•-  •-■•••-•••• 

■••--•■-•-•  •••<  •---•-•  ••  •••••-•■•  ■ •    •«  •••••••• 

••  •-••■•■•■•••■■  - •  ■•■•■•  -••  •••••  •  •       •• 

•  -•••••••••  ■•■  ••••  ••  •       •  •  ••  •  •••• 

■     • -  ••••••  -•••  -<••-  •'  •••-••••  • ■     • -  •  •  •    • 

•  • ■      • -      • ■      le     ••      - •      ■ • 

•  •     • •     •  -      ••     -  • 

•  • ■      •-      •••        •        •  •      ••    • - 


01/14/04 
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BANA— ATIC  Promising  Practices 

Example  10 

Samples  of  Line-Number  Method  for  Proofreading/Editing  Symbols 

played 
I  ■wos^'an  elf  in  a  show  at 

sneaked 
summer  camp.  I  w-as—su^^o-seci— t-o? 

A 

-s4^a!^~into  the  shoemakers  shop. 

Draw  a  line  under  the  first  few  words  of 
each  sentence  in  your  story.  If  two  or  more 
sentences  start  the  same  way,  begin  them  in 
different  ways. 

Second  and  Third  Grades 


•  ■   • 
•  ••  •• 

•  ••  • 


••     •  «• 


•  ■         •  ■ 

••  • -   • ■ 


■  •   ■  ■   • 


••        • 


••        •• 

•  ■         •  - 
•        •• 


•  ■         •• 


»•        • 


•  •• 


•  ■    -  •         ••   ■  • 


•  ■         •• 


••  • ■   •  -   •• 


••••••  • 

....         •« 

•  •     •     ••  • 


••        •  ■ 


•  -   • ••    ■• 


••  *     •     ••  •• 

•  ■   •  ■    ■  ■    ■  •  •  ■ 

•  ■   •  -    •     ••     • 


••        •     •     •• 


••  •     •     •• 


-  •        •• 


01/14/04 
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Example  11 

Sample  Thesaurus 


active  adj.  moving  about;  busy.  He 

needed  a  rest  after  his  active  day. 
energetic  full  of  strength  and  pep. 

My  energetic  aunt  exercises 

often. 
lively  full  of  life  and  cheer.  The 

lively  music  kept  us  dancing. 
antonyms:  lazy,  slow 


Second  and  Third  Grades 


• 

•  • 

'  • 

•  • 

• 

• 

• 

• 

• 

• 

• 

• 

•  • 

'     •• 

• 

• 

• 

• 

•  •    * 

• 

• 

• 

• 

• 

• 

• 

•  • 

•  ■    •  ■ 

•  • 
• 

• 
• 

• 
►      • 

•  • 
• 
• 

• 
• 

•  •    • 

•  -     • 
-  •     - 

• 
• 

• 

•  • 

• 

•  • 

• 

•  • 

• 
• 

• 
• 

• 

• 

•  • 
• 

• 
•  # 

•  • 

• 
• 

•  • 

■ 

• 

• 

• 
*• 

• 

• 

•  • 

• 

•  • 
• 

•  • 

•  • 

• 

• 

• 

•  • 

•    • 

• 

• 

• 

• 

• 

•  • 

•  • 

•  • 

•  • 

• 

•  • 

• 

•  • 

•  • 

I    •• 

• 

• 

• 

♦  * 

•  • 

• 

•  • 

• 

• 

• 

• 

• 

•• 

• 

• 

• 

■     •• 

• 

• 

•  • 

• 

• 

• 

• 

•  • 

• 

• 

• 

• 

►    *• 

• 

•  •    • 

•    •  - 

• 

• 

•  • 

• 

• 

•  • 

• 

• 

•  • 

•  • 

•  • 

• 

• 

• 

• 

• 

• 

■  • 

• 

•  •    < 

•    ■  • 

•  • 

• 

• 

•  • 

• 

•  • 

• 

♦ 

• 

• 

«• 

•  • 

• 

•  * 

• 

• 

•  • 

• 

• 

• 

• 

• 

• 

• 

• 

•  • 

• 

• 

• 

•  • 

• 

• 

• 

• 

• 

• 

c 

• 

•  • 

•  •    • 

■    •  - 

• 

• 

• 

• 

•  • 

• 

•  • 

• 

• 
• 

•  • 

•  • 

• 

•  • 

• 

• 

•  • 

• 

• 

• 

•  •  - 

•  •  • 

• 
• 

♦  • 

• 
• 

• 

mm 

• 

• 

• 
•  • 

• 

• 

« 

• 

• 

•  • 

• 

• 

► 

• 

• 

•  •     - 

• 

•  • 

• 

•  • 

• 

• 

• 

• 

•  • 

• 

•  • 

• 

• 

• 

• 

• 

• 

*• 

• 

• 

• 

2 
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** 


CHANGES  MADE  TO  DRAFT** 


March  31,  2004 

This  document  is  in  DRAFT  form.  Please  note  the 
following  changes  made  on  March  31,  2004. 

Changes  have  been  made  to  both  the  Promising 
Practices  document  and  the  Examples  that 
support  it. 


Please 
Page  4 
Page  6 
Page  7 


ace  the  following  Document  Pages 
Page  8 
Page  9 


Please  replace  the  following  Example  Pages: 
Page  1  Page  17 

Page  5  Page  19 

Page  10  Page  23 

Please  refer  to  these  pages  over  the  bound  pages. 

For  additional  updates  watch  our  website  at 

www.aplh.org. 

Thank  you. 


Promising  Practices 


Formatting  (cont.): 

There  are  to  be  no  transcriber's  notes  in  kindergarten  books  except 
the  following,  which  is  to  be  placed  at  the  left  margin. 


Activities  to  Omit : 

All  omissions  are  to  be  stated  on  an  ink-print  Teacher 
Reference  Materials  (see  Sample  of  Teacher  Reference 
Materials). 

Kindergarten-Third  Grade: 

•  Activities  requiring  visual  discrimination  (see 
Example  1) 

•  Handwriting  activities  (see  Example  2) 

•  Letter  recognition  activities 

•  Modifications  of  the  standard  alphabet  (no  braille 
equivalents)  (see  Example  3) 

•  Stories  told  exclusively  with  pictures  (see  Example 

4) 

•  Activities  requiring  the  drawing  of  shape 
configurations  to  identify  words  (i.e.  puzzle  shapes, 
circles,  squares,  triangles)  (see  Example  5) 

•  Activities  requiring  matching  pictures  to  words  or 
sentences  (see  Example  6) 

Example: 

Kindergarten  (at  left  margin): 


First -Third  Grades  (begin  in  cell  7, 
runovers  in  cell  5  [7/5]): 


••  •  - 

•  •• 

••  •  - 


Dot-to-Dot  puzzles 
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Formatting  (cont.): 

Emphasis  (cont.) 

Second  and  Third  Grades  only: 

•    Highlighted  or  colored  words  are  to  be  indicated  by 
color  indicators  (these  indicators  are  to  be  on  the 
Special  Symbols  Page — ink-print  and  braille).  See 
Rule  3  Section  2  of  Braille  Formats. 
Example: 

Some  stories,  like  the  one  you  just  heard, 
have  only  words.  When  you  read  or  hear 
them,  you  must  create  pictures  of  the 
:ters  and  places  in  your  mind. 


\y  i   5 C*  i   iw)Ui 


•     •  -  •  •     ••     •  - 

•  -  -      •■  •-      ••      • ■      ■- 

•  •■  •■•■■•••■■ 


■  •     •  - 

■•      ■  • 

•  •  •• 


©•                -•-••-       -•  •••••• 

•■•-•■••  -•     • <         • 

••               •■     ♦■                •••--•  ■•••-• 

•                  •     ••               •  •        •        *  •-<-•- 

•        •  ■                 ......  •••--- 

•  •        •               •        •  -                ••  ••     -•     •■ 

•  •                          • •  ■      •«  •  -       -  ■      o 

•••••••           •  .... 

•  ■• ••■  ■  • 

•  ■• •■  ••                  •■ 


Part-Word  Emphasis 

Kindergarten  and  First  Grade: 

•  All  emphasis  is  omitted 

•  A  transcriber's  note  of  explanation  is  to  be  written 
on  the  Teacher's  Reference  Page  regarding  the 
omission  of  part-word  emphasis. 

•  In  cases  where  the  student  may  be  referred  to  the 
letters  emphasized  a  transcriber's  note  should  be 
written  in  the  student  copy. 

•  Example: 

Kindergarten  (at  left  margin): 

•■        •     a 

• ■      -  -     «•     -  - 

-••-      ■*  •-     ••      <•     - •    •■ 

First:  (begin  in  cell  7, 
runovers  in  cell  5  [7/5]): 


3/04 
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Formatting  (cont.): 
Photographs  with  captions: 

Kindergarten: 

•    omit 


Place  a  note  on  the  Teacher's  Reference  Page 
stating  the  omission  of  all  pictures  and  captions. 
If  text  asks  questions  about  the  photograph  (see 
Example  7)  write  the  following  transcriber's  note: 


First-Third  Grade: 

•  Do  not  describe  the  photograph. 

•  If  there  is  a  caption  braille  the  caption  preceded  by 
the  word  "Caption:"  (see  last  line  of  Example  3) 

•  If  text  asks  questions  about  the  photograph  (see 
Example  7)  write  the  following  transcriber's  note: 

First-Third  Grades  (Begins  in  cell  7  with 
runovers  in  cell  5  [7/5]): 


Draw"  instructions 

Kindergarten-Third  Grades: 

•    Leave  text  as  is  (see  Example  8).  Insert  the 
following  transcriber's  note. 

Kindergarten  (at  left  margin): 


First  -Third  Grades  (Begins  in  cell  7  with 
runovers  in  cell  5  [7/5]): 


••  • ' 

•  •• 

••  •  ■ 
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Formatting  (cont.): 

Part-Word  Emphasis  (cont.): 

Second  and  Third  Grade: 

•  A  transcriber's  note  should  appear  within  the 
Teacher's  Reference  pages  explaining  the  format 
used. 

•  Prior  to  the  paragraph,  sentence  etc.  containing 
part-word  emphasis  write  a  transcriber's  note: 


Write  the  heading:  Words  with  Letters  Emphasized. 
List  all  of  the  words  containing  part-word  emphasis 
within  that  section  in  contracted  form,  then,  write  the 
emphasized  letters,  as  you  would  for  a 
pronunciation  table,  followed  by  the  entire  word  in 
uncontracted  braille. 
Example: 

clean 


Now,  write  the  paragraph  or  sentence  omitting  all 
part-word  emphasis. 
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Formatting  (cont): 
Puzzles 


Kindergarten  and  First  Grade: 

Precede  each  puzzle  with  the  transcriber's  note-Ask. --at  the 
left  margin  (Kindergarten)  or  Ask  your  teacher  for  help-beginning  in 
cell  7  with  runovers  in  5  (First  Grade).  On  the  Teacher's  Reference 
Page  include  a  note  regarding  the  omission  of  or  format  for  each  type 
of  puzzle  in  that  volume. 

•  Jigsaw — list  the  words 

•  Crossword — omit 

•  Configuration  boxes — treat  as  "fill  in  the  blank".  DO 
NOT  draw  shapes  (see  Example  5). 

•  Word  Search — single  spacing,  no  letter  signs 

•  Dot-to-Dot — omit 

•  Puzzle  shapes  for  building  vocabulary  can  be 
handled  by  listing  the  vocabulary  words  (see 
Example  9). 

Second-Third  Grade: 

Precede  each  puzzle  with  a  transcriber's  note  explaining  the 
format  for  each  type  of  puzzle  in  that  volume. 

•  Jigsaw — list  the  words 

•  Crossword — follow  code 

•  Configuration  boxes — treat  as  "fill  in  the  blank".  DO 
NOT  draw  shapes  (see  Example  5). 

•  Word  Search — single  spacing,  no  letter  signs 

•  Dot-to-Dot — omit 

Puzzle  shapes  for  building  vocabulary  can  be  handled  by  listing  the 
vocabulary  words  (see  Example  9). 
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SAMPLE  PAGE 


Teacher  Reference  Materials 

Special  Symbols  Used  in  This  Volume 

Dot  4  Accent  symbol 

Dots  456,  34  Slash  between  words 

Dots  6,  3  Transcriber's  note  symbol 

Transcriber's  Note  Page 

This  volume  has  been  transcribed  according  to  the  provisional 
guidelines  for  Transcribing  Early  Literacy  Materials  (December  2003) 
set  forth  by  BANA  and  the  American  Printing  House  for  the  Blind. 

Page  2 

Ask. 

(Note  to  teacher  Kindergarten  or  First  Grade  level)  The  activity 
is  omitted. 

Page  4 

Ask. 

The  writing  activity  is  omitted. 

Page  18 

Ask. 

There  are  no  proofreading  marks  in  braille.  Draft  sentences  are 
shown  first.  Draft  line  numbers  are  listed  and  followed  by  the  changes 
to  be  made.  Begin  counting  line  numbers  on  the  line  after  "Draft". 
The  correct  sentences  are  shown  last. 

Page  21 

Ask. 

The  picture  is  omitted. 
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Example  2 

Sample  Handwriting  Activities 


Kindergarten 

•■    ■•• 

First 

•  ■     •  •          ••  •  -         ••■••-••        •• 

•••-    -••■•■•■         *••-         ••    ••     •■•        •• 

•  -  • ■  • ■  •• 

■•  ••  • •  • •  ••  •• 

Second-Third  Grades 


-•  •■         •••-         ■•-■•■••        ••        •■•••••  ■  ■    ■•         ■••     ••••-• 

*•  . .    •••   •••■  ■ ■  ••   ••   ••  ■•  •■  •-  ••    • ■  •-    •••••  •• 

•-  •■         ••••         • ■    ■ ■    ••-•        ••         ■ ■    •••■••    -•         -•••         •••■    -<•••• 
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Example  5 

Sample  Drawing  Activities 


)@    Write  the  spelling  word  that 
completes  the  sentence  and  matches  the  shape. 


4.  We  had  to  wait  in  line  for  a  very  I  IT 
time. 

5.  Chang  ate  a  drumstick,  and  Sam  ate  a 

a 


First  Grade: 


■  •  •     ■  •    -  •  •- 

■  •  •  ■    ■  -   •  ■    •  - 


••        ••  • 


•     •  -  •     -  • 

-  •  •  •   •  - 
•     •  -   ♦• 


•        •  *•  •     • 


»•   ■  •  • 


••  • ■   •• 


•  <     ♦  •• 


••        ••        •■ 

-  •        •• 


Second-Third  Grades 


••        •• 


-  •    ■  ■  •  ■ 

•  ■   •  •  •  ■ 

-  •  •  ■ 

•  •  4 

>•       -  •  ■   ■ 

•    ■        •  •  •  ' 


•  •      • 

•  ■         ■  • 


•  •      • 

•  •       •  " 

•  ■        •  - 


••  • -         ■ •      • ■ 


•  •• 

••        -  • 


•  •• 


- •       ■ •      ••        

•  •••••       ••       •    •        •    ■ 

•  '        •■        ••        -  •       ■  •      • 


•  •        •  •       •  • 

•  •  •  • 


■  •      •• 

■  •      •  ■ 


03/01/04 


Draft 
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BANA— ATIC  Promising  Practices 


Example  7  (cont) 


Second-Third  Grades 


••        •• 


••  •  ■ 
-  •  •• 
••  •  - 


•  •  -         -  •  -  • 


•  -   • ■   ••     • 


» ■   ••  •• 

•  •  • 


•  -   •  ■ 
••     • 


•  -   •  ■ 

•  -   •  - 


••-•■■    -  •        •< 
••  ••     -   •  ■ 

-••■•■•  •• 


i-  • ■     ■••■•■     ■  • 

■•  ••    •-    ■•     ■•    •• 

••■•••-■•■ 


•  -     • -     •  ■     *• 


•  ■     • -  ••    •  ■ 


-•  ••    •• 

••■-•■  •-•  ••  •• 


•  •  • 


■•    •  ■  ■•    •• 


-  •    •• 

•  -     -  • 

•  •    •• 


■  •    ■ •    •  ■     -  • 


••     ■ •  •• 


••    • -  ■ •    •• 


03/01/04 


Draft 
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BANA— ATIC  Promising  Practices 


Example  8  (cont) 


Second-Third  Grades 


••  ••  • 

. ,  # .  9 . 
•  •  «  •  ■ 


••  •    •••••• 

•  •      -••••< 

-  •  •  ■    ••  •  • 


•  -  •  ■  ■  • 


••  -  -  • • 


•  •     • 


••  -  • 

•  •  •  •  •• 

•■  •■  >« 


••»••-  ••   • 


•     •-  •  ■ 


•  •   *  •* 


•  -  -  •  -  • 

•  ■  '•  •- 

•  •  •* 

•  ■  ■•  -  m 
m  ■  •  •  - 

•  •  •• 


#        o  <••••••••• 

•  ■     •  ■  ••      -•• ••• 

•  -     •-  •-     ••        •    •        ■  ■     •■      -  • 

•  ■  -  •    ••     ••    • ■     •■     •-     •-      <•     ■  ■ 

•-      -••-•-      ■-•-•-•-•• 
»-  •■     •-      -•        -      ■  -     •-      •       •  * 

■•••-«  ••  ••••••- 


••     ■ ■  •• 

•  -      ■ •  ■• 

•  •  • 

•  ••  • 

•  mm  •- 


•  •  ••  •••••■- 

•  •  ••  •         •    m      mm 

«■•'  ••  0  9  ■•-* 

•••••••■  »- 

••  •  •  «  -«  •• 

•  •        •■••»■•■        ■   ■       •  ■ 


•  *      •  -       •  ■•  ••      •  -  -   -       •« 

-    ■       • ■        •  ■       •  ■  ••      •  ■  •       • ■ 


•  •  ••  •      •  •• 


3/04 
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BANA — ATIC  Promising  Practices 


Example  11 

Sample  Thesaurus 


active  adj.  moving  about;  busy.  He 

needed  a  rest  after  his  active  daw 
energetic  full  of  strength  and  pep. 

My  energetic  aunt  exercises 

often. 
lively  full  of  life  and  cheer.  The 

lively  music  kepi  us  dancing 
antonyms;  lazv,  slow 


Second  and  Third  Grades 


••  •  ■   •  - 


•     •     -  •        •     •• 


••  •  ■ 
•  -    ■  - 


-  •   ■•   -  • 
••  •  ■   • 


••  •• 


•  ••        •  ■ 


••  •  - 

-  •  •  -    ■  • 


••  ••  ••  - • 

• •   • ■    ■ ■  •• 
•  ■    ••••-■ 


03/01/04 


Draft 
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